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1. Introductions / Overview on FMS 2.0 

2. What is Vendor Self Service? 

3. How do I create an Account? 

4. What can I do in VSS? 

5. VSS Recap 

6 . Q&A 
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Introductions/Overview on FMS 2.0 
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Financial Management System (FMS) 2.0 was 
launched in July of 2017 

o Electronic submission of invoicing information from vendors 
o Vendor Self Service (“VSS”) module 
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What is Vendor Self Service? 
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City of Los Angeles’ new Vendor Self Service website 
will allow you to: 

/ Create a personal account for your organization 
/ Manage your organization’s information (addresses, contacts) 

/ Monitor contract amounts & payments 
/ Submit invoices online 
/ View the up-to-date status of your invoice 
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Vendor Self Service 

What this means for you 







£ 



Better Control 

See your account information and make quick & easy updates 


More Information 

Y View the up-to-date amounts & statuses of your contracts, 
payments, and invoices anytime 


Efficient Invoicing 


Submit invoices online using simple, step by step pages 
Y Track the status of your invoices 

o See when it’s been received, approved, and paid 
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How do I 
create an 
account? 










Three easy steps: 

1. Provide Contact Information 

2. Receive an Activation Code 

3. Create your Account 
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Public Access 


LOS ANGELES 


LAVSS 


Los Angeles 
Vendor Self Service 


HOME QUICKTIPS CONTACT US VSS GUIDES 


lavss .lacity. org 


Password 


City of Los Angeles 
Vendor Self Service Website 


The City of Los Angeles Vendor Self Service allows you, as a payee/vendor, to manage your own account 
information, view your financial transactions and much more. Please disable your pop-up blocker in order to 

access all parts of the site. 


If you currently have contracts with the City and have received an activation 
code, click "Register" to activate your account. If you have not received a code, 

click Request Activation. 

If you are new to working with the City, or have not done business with the City 
for more than five years, click "New Registration" to create an account. 

•J 


Login 


Password Reset 


New to working 
with the City? 


Click Public Access to view 
business opportunities without 
logging in. 

Click Request Activation for 
instructions on howto receive an 


KTHirosiiriiaWtfiTirsBrsivtfST 


MSlaTSrSI 


Click New Registration to create an 
account that will allow you to 
submit online bids. 


New Registration 


Request Activation 


Don’t have an 
account? 


Already working 
with the City, but 
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Step 1: Search Your Vendor Account 


t 

Vvtv ■ 




Click the “VSS GUIDES” tab on the homepage 

https://lavss.lacitv.org/ 
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LAVSS home Quicktips contactus 



VSS VIDEO TUTORIALS 



The City of Los Angeles Vendor Self Service allows you, as a payee/vendor, to manage your own account 
nformation, view your financial transactions and much more. Please disable your pop-up blocker in order to 

access all parts of the site. 

If you currently have contracts with the City and have received an activation 
code, click "Register" to activate your account. If you have not received a code, 

click Request Activation. 

If you are new to working with the City, or have not done business with the City 
for more than five years, click "New Registration" to create an account. 



Login 


Password Reset 
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Help Contact Us 


View And Download Forms 


Click on the form you would like to view and / or print 


Vendor Self Service Guidelines 


How to Create a VSS Account 


How to Navigate a VSS Account 


How to Search for a Business Opportunity in VSS 


How to Submit a Response for a Business Opportunity 


How to Locate a Response for a Business Opportunity 


How to Build and Upload a Catalog 


Hosted Catalog Template 


How to Create a VSS Account 


This guide covers the following topics: 

* Creating a New VSS Account 

o If Your Vendor Account is Already Registered— 
o If Your Vendor Account Has Not Been Registered... 

o If Your Vendor Account Has Not Been Found— 


1 Creating a New VSS Account 


Step l: Search Your Vendor Account 


This guide outlines how to create an account on the Los Angeles Vendor Self-Service (VSS) web 
application. An account is required to respond to posted solicitations. 

Once an account is created, a vendor can also update contact information, view orders, and submit 
electronic invoices, 

Note: If you have received an activation email from the City, skip to step 3 of the f Yoyr Vendor A ccount 
Has Not Been Registered, section of this guide. 

To create a VSS account: 


Instructional Guide on How to Create 

https://lavss.lacitv.org/ 


a VSS Account 

LAVSS 
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Step 1: Search Your Vendor Account 


rC^'i 

ErfB 



New Registration Button 



https://lavss.lacitv.org/ 




LAVSS —■'Si.™.. H0ME 9 UICKT|CS CONTACTUS VSS GUIDES 


* 


r 


The City of Los Angeles Vendor Seif Service allows you, as a payee/vendor, to manage your own account 
information, view your financial transactions and much more. Please disable your pop-up blocker in order to 

access all parts of the site. 

If you currently have contracts with the City and have received an activation 
code, click "Register" to activate your account. If you have not received a code, 

click Request Activation. 

If you are new to working with the City, or have not done business with the City 
for more than five years, click "New Registration" to create an account. 



T 

1 

I 


* 


lb 


New to working 
with the City? 

Don't have an 
account? 

Already working 
with the City, but 
don't have a Login? 


Login 


Password Reset 


Click New Registration to create an 
account that will allow you to 
submit online bids. 

Click Public Access to view 
business opportunities without 
logging in. 

Click Request Activation for 
instructions on howto receive an 
activation code for your Vendor 
Self Service account. 


New Registration 


Public Access 


Request Activation 





























Step 1: Search Your Vendor Account 


• Search for Your Vendor 


https://lavss.lacity.org/ 

Privacy Report | Contact Us 

Search for an Existing 

To register your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new code if one 
already exists. If the account exists it will be designated as a company or individual based on the information you previously provided. Please select one of the search 
options below to determine if you already have a vendor code. 

Company Search - 

To see if you have a vendor code and have an Employer Identification Number (EIN) on file, first search by TIN: 

Taxpayer Identification Number OR Legal Business Name 

Search | 

OR 

Individual Search - 

To see if you have a vendor code and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social Security Number. 

Last Name AND Last 4 digits of SSN 

Search | 


Cancel Registration | Back 

Additional Resources & Information: 

• As you complete each step and move to the next step, the system will check for errors. 

If there are errors: 

• A notification message will be displayed at the top of the page. 

• You must correct the errors indicated before continuing to the next step. 

• Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar. 
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Account 


Cancel Registration Back 



Record 




































Step 1.1: Provide Contact Information 


ErfB 




Account Has Not Been Registered 

https://lavss.lacitv.org/ 




B. If Your Vendor Account Has Not Been Reg 


Step 1: 


[if your vendor code was listed in the result? 
No, then an activation code must be provid 
account. 

Click the Contact the City to request an Ac! 


Registered? 

| No | 


Contact the City to request an Activation Code 


The fol lowing exists foe the inform ation you e ntered!; 


tfnMlvr Mvmtrtr 

mm ■ ■ •"mmm 


No 

No 

No 

No 

No 


Contact the City to- request an Activation Code 

Contact the City to request an Activation Code 

Contact the City to request an Activation Code 

Contact the City to request an Activation Code 

Contact the City to request an Activation Code 


Al^iL'DBA h m* 


Hu 

Ha 

Ha 

Ha 


ramtuct Ifep City to reiMfri *n ActmaEp:^ 


CmMnrl ijhg^ rtvlprgq^^ &n J.rUnat»on L'gtfe 

lujylarl ^ J.rbvjtefi L'tKfc- 

^ I ir* <■ rt^ lo r«qy«: ■ ■■ i, v ^ 


Step 2: 


On the Request an Activation Code page, fill out the name, email address, and 
phone num ber fields. This information will be sent to the City so that they can 
review the request and send an activation code via email. 


w 


Lds Angeles 


F'.ir+ly R+V- .l | C : 1.1 




Request an Activation Code 


-■■mt KpYTi KKm I- M-ti: Mi kkrltef CMC fcW» [TV; LIV Y--- «* mthT Mi XMU1 CMC K >r«t- ti> M MW m 1-1 

wi*wj-«ir 


'■•rdH Cn» : j-rf ISllI IV — " 
LlSU Miit* : T «1 

Cn-lact Hun* . 

Cu-LmA Em£ ri . 

CBKA *4 hl^TMT . 
















































What if My Account is Already Registered? 


• Vendor Account is Already Registered 

LAV55 


A. If Your Vendor Account is Already Registered... 

Step 1: If your vendor code was listed in the results, and the Registered? column says 

Yes, this means that someone within your organization has already created an 
account in VS5. Registration can only be completed once for each organization. 
However, the person within your organization who is the administrator for your 
VSS account can create additional users. 

Click the Contact Vour Administrator iink to confirm who is the administrator 
for the account within your organization. Contact that person to request access. 

The following E-jiists for the Information you entered: 


Lsgal Business Mams- AlissVDBA Registered? 


: xxxi^ 

nr..-® 0 

Yes 


:xxin j 

DTC WTJ 


Comet your Admin isHrator 
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Step 2: Receive Activation Code 


■fe. 






Follow the instructions in the email 


To: 

Cc 

Subject: 


Vendor 123 


ADVMAIL: VSS Activation Password Email Notification 


Dear Vendor 123, 

Congratulations! You are eligible to create a vendor self-service account on the City of Los Angeles' Vendor Self Service website for vendors to view and 
maintain account information, view financial records, submit electronic invoices, and upload purchasing catalogs. We'll also be adding additional features 
throughout the course of the year, which will allow you to enter bank account information for payments issued via Electronic Funds Transfer (EFT). 

To activate your account, please click the link below: 


http://lavss.lacitv.org/123123123123123123 


If you are unable to click the link above, please copy and paste it into your web browser's address bar. For best results, open using Internet Explorer or 
Mozilla Firefox. 

In VSS, click "Register". You will then be asked to enter the case sensitive account verification password provided below. Please copy and paste the 
complete string of password below into the Vendor Verification Password field on the Account Verification page in VSS. 

Your verification password is: 


< YOUR PASSWORD HERE > 


Once you have entered this, you will be able to create your username and password that you will use to log into the Vendor Self Service (VSS) portal. 

Please do not reply to this email as this is system-automated and no replies will be received by the City. If you have questions, please contact the City of Los 
Angeles at askVSS@lacitv.org . Please include your vendor code in the subject line. 

Thank you, 

The City of Los Angeles 
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Step 2: Receive Activation Code 


VSS page from email -vendor code in address bar 


LOS ANGELES 


LA VSS H0M6 OUCKT-PS CONTACT US .KG JOSS R£QST£R vSS vIDSD TUTORIALS 




Gick Public Access to v 

► bustness opportunities - 
logging in + 

Click Request An v.ition foi 

► instructions on how to recer 
active non code for your Vendoi 
Self Service account 


The City of Los Angefcs Vendor Self Service allows you r as a payee/vendor, to manage your own account 
information, view your financial transactions and much more, Please disable your pop-up blocker in order 10 

access all pans of the sice; 

If you .currently hare contracts with the City and have received an activation 
coital Click '8isglsl«'to activate your aixoufiL If you have not received a code, 

click ftequc r jE Activation. 

if you ore new to working withtiie wy,or have not done business with sue city 
for more than five years,, dick "ttevv Registration" to create an account. 


activation c 


Don’t have an 
account? 


count 


Already working 
with the City, but 
don’t have a Login? 




mm 


■ ■ 








.rr^r- 
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Step 2: Receive Activation Code 



One-time Activation Password from VSS Email 


Welcome, New 


View Frequently 

Asked Questions 


Account Verification. 


Please eite' the ac: vat on password provided to yen by *he City oF Lcs Angele 


Vendor Verificatioin Password : 


! ubmll 


Account Administrator Passwords sra set toy your Account Administrator. Iff you don't know the password, see the contact infermatk 


Principal Contact 




Phone: 


Additional Resources &. Information: 
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Step 3: Create Your Account 


r\ 


£ 


vr 


My User Information 


Cancel Registration 


Back I Next 


Create your user ID here. You will be assigned the role of Primary Account Administrator. 

Please see the Frequently Asked Questions for additional details about the Primary Account 
Administrator role. 

^ General Information 


*User ID (case sensitive): 




(User ID should be between 8 and 16 characters in length 

*First Name : 




*Last Name : 
*Email: 
*Re-enter Email: 
"Phone: 



Ext. 


Create your user ID and 
password 


xxx-xxx-xxxx 


Fax : 


XXX-XXX-XXXX 


* Password 


Password (case sensitive) : 
* Re-enter Password : 


(Passwords should be between 3 and 16 characters in length ) 


^Security Question : 
Security Answer (case sensitive): 
*Re-enter Security Answer : 


* Indicates a required field 

Additional Resources & Information: 


Cancel Registration | 

Back | 

Next | 











































































Step 3: Create Your Account 


rC^'i 

ErfB 




Thank you Page 

Visit lavss.lacity.org to log-in your account 
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LAVSS HOME QUICK TIPS CON-ACTUS VSSGUIDES 



The City of Los Angeles Vendor Self Service allows you, as a payee/vendor, to manage your own account 
information, view your financial transactions and much more. Please disable your pop-up blocker in order to 

access all parts of the site. 

If you currently have contracts with the City and have received an activation 
code, click "Register" to activate your account. If you have not received a code, 

click Request Activation. 

If you are new to working with the City, or have not done business with the City 
for more than five years, click "New Registration" to create an account. 


Login 


New to working 
with the City? 

Don't have an 
account? 

Already working 
with the City, but 
rlnn't ha\/p a I nnin? 


Password Reset 


Click New Registration to create an 
account that will allow you to 
submit online bids. 

Click Public Access to view 
business opportunities without 
logging in. 

Click Request Activation for 
instructions on how to receive an 
artivatinn rnrlp fnr vni ir Vpnrlnr 


New Registration 


Public Access 


Request Activation 
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What ( 

I do in 

VSS? 
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Review & Update Business 





Update My Business Information Page 


Edit the fields below to request the change of your information, and click the Save Change’ button to submit the request. A red star denotes a required field. This Screen reflects your latest submitted changes, please use the 
View Pending Changes'button on the main page to see a detailed list of your requests and whether they are awaiting submission, are being reviewed or have been approved or rejected. 


Save Changes | Canoe! | 


> Organization Information 

Organization Type: Company 

* Classification : 


Location Name : 
Location Web Address : 
Number of Employees : 
Annual Income: 


4 

Find 


Corporation 




v 


Foreign Tax ID: 
National Provider ID: 
CAGE Code: 
W-8 Form : 
DUNS: 

Extended DUNS: 

Internet Catalog 
Preferred Ordering Method : 








V 




3 digits (no dashes) 




4 digits (no dashes) 



Please include httprf or https'J/ 


v 


► Legal Name Information 

Legal Name on W-9: |AdminVendA-2 
Alias/DBA {Business Name} 


Name on Check: L V 
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Maintain Addresses 


t 

Yvtv ■ 



accouii 

nfonnafi 


Summary 



T hmancial 
Traiisaciions 


,, cjataloa . 
Managenfent 




Home | Help | Accessible Help | Site iMap | Privacy 


Business Info 


Addresses & Contacts 


Users 


Addresses & Contacts 


Changes to your Business 
& Address Info will be 
processed by VSS 



You will receive 
confirmation emails 
once the changes are 
approved & applied 


Address ID Add re 


AD0Q1 

AD002 


Orderir 


Pay me 




First Prev Next 


■ .-i ■-4-■ I --^1 ^ 4.-. ■ -■ 4-ilk. I' 1 i a * ■ ‘ I .4-I I : ^ ■- ■-*- + ■ ■-! ■ n ^ ^ 4- *-• •— I 11-- --J4- j-A .-i j-. 


Subject: 


ADVMAIL: VSS changes approved 


Here are y our addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the 
'Assign/Create Addresses & Contacts' button. You can view your requests that are pending approval by selecting the View Pending Additions' 
button. 

To modify the type of address select the View/Update' link under the Existing Address & Contact Assignments section next to the record you 
wish to update. To mo 
and Update Contacts 

Existing Address & G 

Eileen test: 

This correspondence is to notify you that the changes that were submitted to your Vendor account using the ADVANTAGE VSS 
system have been approved. 

Please review the below information to verify that the new information reflected in the system is correct and accurate. 

Annual Income: Old : New : 5 -10 million 
Number of Employees: Old : New : 251 - 500 


The following comments from the approving party were included detailing additional information about your account: 
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Add Additional Users From Your Organization 


t 

vitv ■ 





Lccount 

ormation 


Financial 


Transactions 


Manage n^nt 


Summary 


Business Info 


Addresses & Contacts 



Users 


Account Users 



You control the level of access of 
other users in your organization 


Listed in the grid are alii the users for your VSS account. You may add account users by selecting the 'Add' button. You may view 
or modify existing users by selecting the View/Modify' link next to the corresponding record. You may delete users by selecting the 
'Delete' link next to the corresponding record. 




User ID First Name Last Name/ Access Level \ Account Status 

VSS Admin 1 VSS Admin 1 test \ .Account Administrator /Active View/Modify 


Delete 





Prev 

Next 

Last 


I 


/ 


Add a second administrator 
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Review Your Contracts & Orders 

- n ---— 





Account 

Information 


Agreements 


ctions 


business 

Opportunities 


solicitation 

Responses 


Oatalo 


_og 

Management 


Scheduled Payments 


Checks/E FTs 




Agreement Summary Search 


Use the 

Reference 

button to see 

associated 

invoices, 

scheduled 

payments, 

and 

checks/EFTs 


Search 

Agreement Results 

Create New Invoice 

Details 

Download 

PDF 

Reference 

rch for Agreements 


To search for agreements, enter search criteria and click the "Search 1 button. Use an asterisks {*] to search a partial Agreement ID. If you have a : 
number {i.e. C-1 23456], search by the last 6 digits with an asterisks on either side (*123456*). 

To sort agreement results, click a column heading. Note that contracts established prior to July 2017 will only list the amount open as of June 201 

To create new invoices, select an agreement and click the "Create New Invoice" button. Invoices may not be submitted against Contracts. If you ai 
contract to select for invoice, select the agreement and click 'Details' to see more information, or click 'Reference" to identity the related Purchase 
Purchase Order. 

To view more details about an agreement, select an agreement from the results and click the ’Details’ button. 

To download agreement results to a .CSV file, click the 'Download 1 button. The downloaded file has a 2,000 line limit. 

To View, Save, or Print a PDF version of an agreement, select an agreement and click the “PDF' button. 

To view referenced agreement scheduled payment and disbursement information for selected invoice, click the 'Reference' button. 


Agreement Typel: 


Contract 


Department : 
Agreement ID :: 
Clear 


Find 


Agreement Held? 
Closed? 


Both v 


Both v 


Transaction From 
Transaction To 


10/1/2007 



Review key 
amounts 


Select fo i reement Department 
Contracl 43 


10. 

C01234 


; r ^ SaCtl0n Not f L^? eCl Encumbered Expended Retained Outstanding ggfggg Closed? 

52.045.46 41.336 85 


Lpntif 

1)7/0 fl 


j2.045.46 


D.OQ 


O.'DD Nc- 


Ves 




Create New Invoice 

| Details | 

Download Ft 

:t Reference 
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Submit Invoices Online 

Input General Information 


■fe 







Account 
Inform a ti oi 


Agreements 


ctions 


business 

■Opportunities 


Solicitation 

Responses 


Catalo 


_og 

Management 


Scheduled Payments 


C hecks: EF i s 


Invoices 


0 Agreement Summary Search > Agreement References 

Referenced 


by Contract 


Home Help Acces: 


Agreement Reference section will 
display: 

• Agreement Information 

• Orders 

• Scheduled Payments 

• Disbursements 


This page displays order and payment information related to the Contract selected. Click 'Details" to view a summary of related 
transaction. 


Agreement Information 

I Agreement ID : MSA 43 C01234 

I Encumbered Amount: 52,045.46 

Date : 07/01/2017 


J 


Order 

Agreement ID 


PIN 


Transaction Contract 


SC 43 MSAC0171284 







View Details 


zee um be red Expended Retained Outstanding 


Agreement 


Closed? 


77/01/2017 52.045.46 


52.045.46 41.S36.55 


0.00 


10,205.61 No 


No 


Details 


D 


ine No. Invoice Received Payment Request ID Status Scheduled Amount 


Checks/EFTs 

Invoice N tin Ine r Invoice Lire No Invoice Received C he:k.EF~ Number Payment ID 


Status Status Date Amo Lint 


c 


JUN 2017 DV 


1 


000006 30 0770681 AD 2 6 1 SOO D 0 0 09538 Pa id 


08/17/2017 41.536.85 Details 
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View 'Frequently 

Asked Questions 


Header Information 


Line Information 


Comments 8c 
Attachments 


Invoice Summary 


Submit Invoices Online 

Input General Information 

_ r\ __ 


, Account 
Info 


Lint 

formation 
Agreements 




Scheduled Payments 


Ik __ Cataloa 

Management 


Checks/EFTs 


Header Information 


Line Information 


Comments & Attachments 


1 

T 



iln voice Summary 



▼ Header Information 
Vendor Name: Test Vendor 123 
Agreement ID : pq 02934023948 


Cancel Invoice 


Vendor Invoice Number: 

INV1234567 


invoice Amount: 

'1250.00 


Input invoice 
numbers 


▼ Payment Address Information 
Address ID 


1 


Find 


Street 1:123 West Main Street 
Street 2 : 

City : Los Angeles 
Sfate/Province : CA 
Zip Code :91108 
Country : yg 


Contact Information 
Contact ID : 


PC002 


Find 


Contact Name : John Pollard 
Contact Phone : 123-456-7890 
Contact Phone Ext.: 

Contact Email: 


Select the 
payment 
address & 
contact 


Manage discount terms 
(if applicable) 


Discount Information 



i 


-J ■ ■ 



Go To Next Step 


j~ 'j Make No Changes to Discounts Inferred for this Invoice, g Make Changes to Discounts for this Invoice. |~j Apply No Discount for this Invoice 


Number of Days : 2D Discount Percent: 15.000D Number of Days : 20 


D i scou nt Pe rce nt : 15.0000 


Cancel Invoice 


Go To Next Step 
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1 

■ 



Account information 

Agreements 
Header Information 




9-mancial transactions 


Submit Invoices Online 

Provide Attachments and Comments 

- 5 . -vV 

catalog Management ^ I ■ 


Scheduled Payments | Checks/EFTs 


Line information 


Comments & Attachments 


Invoice Summary 


Attach Your Files (Optional) 

i f w™ l h^ .. m fi Ja c rhq t you want to include as part of your invoice, dick the ’Attach Files' 


Attach Files 


r 


Manage Your Attachments 

The following attachments are currently part of your response. If you need to delete an attachment, dick the delete button(«) next to the item you wish to delete 

File Name Date User ID Proprietary Flag 

MaViagerSknt 


Upload attachments that will 
remain stored with your 
invoice 


First Prev Next Last 


, Account 
Infonrialii 



ion 

■ 

Agreements 
] Header Information 


^ Financial! 
Transaction 


Scheduled Payments 


2 


Line Information 


E 


Checks/EFTs I Invoices 


Comments & Attachments 


J Invoice Sumr 


Attach Your Files (Optional) 

if you have files that you want to include as part of your invoice, dick the 'Attach Files' burton 


Attach Files 


Manage Your Attachments 


File Name Date User ID Proprietary Flag 

✓ ^ Freight Bill - Shipment!.docx 2/3/17 IST04TEST Standard 

Freight Bill - Shipments, docx 2/3/17 IST04TEST Standard 

birst Prev Next Last 



ment, click the delete button(^) next to the item you wish to delete. 


Comments 


This is a full invoice for goods 
delivered 02/2017 


Enter comments & notes 


Cancel Invoice 


Previous 


'fe- 






Go To Next Step 
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Submit Invoices Online 

Review & Submit 

A 


■fe. 





, Account 
Information 

Agreements 
Header Information 


__ Financial 

Transactions 

Lata loti 
anagenient 

| Scheduled Payments 

| Checks/EFT s 

Invoices 


Line Information 


Comments & Attachments 


4 Invoice Summary 




Cancel Invoice 


▼ Header Information 

Vendor Name: Test Vendor 123 

Agreement ID : po 02934023948 
Total Invoice Amount : 21 .80 


Previous 


Submit Invoice 


Vendor Invoice Number : I NV1 234567 
Invoice Date : 06/09/2016 

Comments : This is a full invoice for goods delivered 01/30/2017 


▼ Payment Address Information 

Street 1 : 123 West Main Street 
Street 2 : 

City : Los Angeles 
State/Province : CA 
Zip Code : gi 108 
Country ■ \ 

*+ Contact Information 

Contact Name : John Pollard 
Contact Phone: 123-456-7890 
Contact Phone Ext.: 

Contact Email : 

▼ Discount Information 

Number of Days : 2D Discount Percent: 15.0000 


Commodity Line Description Quantity Unit Unit Price Service From Service To Total Line Amount Comments (Optional) 

1 INVALID COMMODITY 4.DDDDD EA $5.00 $21.80 

File Name Proprietary Flag 

Previous 


Cancel Invoice 


Submit Invoice 
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Check On Your Scheduled Payments 





(Q> 


. Account 
Information 

___ 1-inane la! ■ 

Transactions 

„ Cataloq 
Management 

1 

r 

Agreements 


Scheduled Payments 


Checks/E FTs | 

| Invoices 

i 


i 


Scheduled Payment Search 


i I 


Use the buttons at the bottom to 
download the information, see 
more details, or check what the 
payment is in reference to. 


Search 

Scheduled Payment Results - 

Details 

References 

Download 

Search for Scheduled Payments 


To search for sc heduled payments for your invoices ; enter search criteria and click the 'Search' buttor 
To sort scheduled pay ment results, click a column heading. 

To view more details about a scheduled payment, select a payment from the results and then click tlfe 'Details' button. 
To view referenced agreements information select a scheduled payment and click the 'Reference' bltton. 

To download search results to a CSV file, click the 'Download' button. The downloaded file has a 2COO line limit. 


Invoice Number : 
Department : 






Find | 


Payment Scheduled From : 
Payment Scheduled To : 
Payment Status : 


6 / 1/2006 


Search I Clear 


Select 

Invoice Number Invoice Received 

Department 

Payment Request ID 

Payment Status 

Scheduled 

Amount 

□ 

WP0Q2 

40 

PRM 40 170000000012 

Cancelled 


250.16 

□ 

1700067 

40 

PRM 40 17000000004D 

Held 


223.50 

□ 

1700072 

40 

PRM 40 170000000045 

Held 


223.50 

□ 

LDF2 

40 

PRM 40 170000000005 

Cancelled 


250.16 i 

□ 

1700060 

40 

PRM 40 170000000042 

Cancelled 


223.50 / 

□ 

1700064 

40 

PRM 40 170000000037 

Cancelled 


223.50 / 

□ 

1700074 

40 

PRM 40 170000000047 

Cancelled 


223.50 / 

D fl 

1700062 

40 

PRM 40 170000000035 

Held 


223. bJ 

□ 

170000133 

40 

PRM 40 170000000105 

Scheduled 

02/06/2017 

453. oj 









Details 


Download 


Reference 
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View Information on Issued Payments 

r\ 



, Account 
Informath 


ion 




T Financial 
Transactioi 


ions 




Agreements 


Scheduled Payments 


__ •uataioa 
Managemfent 

Checks/EFTs 



Check/EFT Summary Search 


Search 

Results 

Details 

PDF 

References 

Download 


To search for Checks/EFTs, enter search criteria and click the 'Search 1 button. 

To sort results, click a column heading. 

To view more details about a payment, select a payment from the results 
and then click the 'Details' button. 

To View, Save, or Print a PDF version of an payment select a payment and click the ’PDF' button 
To view referenced agreement and scheduled payment information for selected Payment 
and click the 'Reference' button. 

To download the search results to a CSV file, click the 'Download' button, 
and the downloaded file has a 2.000 line limit. 



Easily find check 
numbers & issue dates 


Search for Checks/EFTs 



First Prev I 


Details 


Down load 


PDF I Reference 


3i 



































































Track Invoice Processing 

iOi 



m 

n* 





, Account 
in format i 


ion 



f __ Financial 

Transactions 

Manag a enfent 

Scheduled Payments || 

Checks'EFTs j 



Agreements 


Invoices 

Invoice Results - To sort invoice results, click a column heading. 

Create New Invoice - To create new invoices, click the 'Create New Invoice' button to navigate to the Agreement Summary Search page to select an 

-Agreement to be invoiced 

Details - Select an invoice from the invoice results and click the "Details' button. 

Download - To download invoice results to a CSV file, click 'Download button. The downloaded file has a 2,D0Q line limit. 

PDF - To View, Save, or Print a PDF version of an invoice, select an invoice and click the 'PDF button. 

Reference - ~o view referenced agreement, scheduled payment and disbursement information for selected invoice, click the 'Reference' button. 

Search for Invoices 

Invoice Number ■ 

Total Invoice Amount ■ 

Invoice Status : 

Agreement ID « 


Fully Paid? : 


No 



Search I Clear 


View if your invoice has been 
approved or scheduled for 
payment 


Invoice From : 
Invoice To : 


6/1 /2GG6 


Use the reference tab to see 
pending or issued payments for 
your invoice 


Select 

□ 

Invoice 

Number 

170000133 

Invoice 

Date 

01/17/2017 

Total Invoice 

Amount 

$459.00 

Invoice Status 

Payment Scheduled 

Total Bv Invoice 

Status 

3459.00 

Invoice T ra ns action 

]D 

IN 40 1 700000001 33 

Scheduled 

02/06/2017 

Paid / 

Amount / 

Fully 

Paid? 

No 

□ 

17000031 

10/18/2016 

$913.00 

Approved 


S918.00 

IN 40 170000000031 



No 

□ 

1700062 

11/04/2016 

$229.50 

Payment Held 


S229.50 

IN 40 170000000062 



No 

□ 

1700067 

11/04/2016 

$229.50 

Payment Held 


S229.50 

IN 40 170000000067 



No 

□ 

1700072 

11/04/2016 

$229.50 

Payment Held 


S229.50 

IN 40 170000000072 



No 

□ 

170078 

11/04/2016 

$350.00 

Cancelled 


3350.00 

UN 40 170000000073 


30.00 

No 

□ 

BETH 1 

10/18/2016 

$1,147.50 

Approved 


$1,147.50 

IN 40 170000000006 



No 

□ 

BETH 2 

10/18/2016 

$913.00 

Approved 


3918.00 

IN 40 1 70000000010 



No 

□ 

BETH4 

10/18/2016 

$1,197.50 

Approved 


$1,197.50 

IN 40 170000000021 



No 

□ 

BETH 5 

10/18/2016 

$1,097.50 

Approved 


$1,097.50 

IN 40 170000000022 



No 

First | 

Prev | Next | 

JLastJ 










Create New Invoice j 

Details j 

Download 


PDF 


Reference 
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VSS Recap 

_ r\ _ 


Visit https://lavss.lacity.org 
Search Your Organization 

o Click on “VSS GUIDES” 

o Click “Contact the City for an Activation Code” link 
o Request Activation Code 

Activation Email from VSS 

o Click on the provided link within the email 
o Enter the one time password from the email 

Create Your Account for VSS 

o Review and update your organization information 
o Add/assign user 
o Submit/track invoices online 
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Questions 


ri 




Comments? 






